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Loan 15 3 23
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3. Duties and responaibilities of the seversl 7/0 positicns sve:

Cuter [ 1~ #22:tion to beading up the School, W handles ad1
matters concerning external language training.

neputy- In sdaition to serving ms Deputy, handles special
projects - at prescui concerned with wrganizing a series of courges in
the sres knowledge ficld and in getting this phese of training started.

Training ofticer [ 1nticsted oo the 7/0 as nesting up the
Ares Branch - is sctuslly engaged full time in administering the externgl
training progran {excopt language). BHe confucts no courses.

Scientific Linguists (3 mMﬁmaE‘/&otﬁ):'
Specialist in Germenic lsngueges
Bpecialist in Romence languages
- Bpecialist in East Burcpesn languages.

3 Vesancies - Cus, st lesst, to be specialist in Slavic languages.

4. Punctional statements had been prepared for the School by the Chief
but were red penciled by the Director as belng too btroed in the!r secope. After
talking with the Chief, the Deputy, and others, a nev set was dvafted and showm
to the Executive Officer and the Deputy. They agree that these simplified
slatamonts vwill cover the responsibility in good shepe -~ will use those as o
pattern.

S. In exsmining the operstion of the School, cen see mo reascn for s
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of coe men (plus his sscyetary), this man and the sscretary should be trans-
forred to the office of the Chief - sll instrictors, in language or sres
subjects, shculd be carrisd in one faculty group. The chisf should then assign
mwmzmmwmnm,mmmmmuﬂzwgm
iodividual gnd the sebwre of the coursc.

6. a. The lsngusge laborstory is opersted from 7 ﬁ.il.iaﬁ‘l*.il.mh
day Wonday through Pridey and from 10 AJM. to 2 P.M. whumr&é(,{&s hoars
per week) and has 30 desks (or machines or stabions), or & potentisl cepasity
of £070 student hours per week. The current coarges produce & requirvment for
k16 student hours of lsborstory time, plus any utilisation by sclf-help persomnel
ar others who need 1o use tie manices.

B mmmmsmﬁbywmlmmmmﬂeorm
Instructionel Services Staff. The following scheldule is in eflect:

1 mar T AM, - 5 PR (1} howr OT)
1 8130 AH. - 5 P.H.

1 man {(Zrom I138) 5 P4, - 8 PB. (3 hours 0@)
lzez St 10 M, - 2 PN, (b hours OT)
mmmm—p@rmmmtem@wmlmm
eguipment. m&w&wmcwu«mmmmmﬁmm
ng vesk. Technicisns ot duty imstruct students in the use of
the mechines, provide tham, on request, with the unecessery tepes, disce and texts.
They heve no vespousidility for subject mtter instructicn. They prepare
recordings snd dplicatée: opsrats the motion picture meshine (sbout 6 films
por woek - 1 hour esch), repalr snd erase tapes, record fureign brosdcasts, etc.
d. There is a darge stick of topes, 4lscs, texts and sets of langiage
instruction records. There is no evidence that this stock is evelr inventoried
spl no vorthwhils vecord is maintained of charge cuts snd returns, except in
wAPRIAVes Ber WWW RDE@WPPDW?%MOf,ooos-s
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S MMmm-ofamtm/mmm schedale in
the laborstory of 28§ clock bours Monday through Fridey of every week » plus b
hours on each Sgturday. The Saturdey tims appears tc be umsvoidable tut w
change iz gcheduliung saculd be effected to eliminate the work weck over time.
Tas overtims now spent (225 4 time snd a helf) would very neerly pey for & full
time clerk in the laboratory to record stadent hours, check material in end out,
maintain sn inventory of papers, disce, texts, machines, etc., prepare schedules
sud reports, ansver phones, etc. This would relieve the tecimicians of this
glerical load and give them full time ¢o mmintein the squipment, cperste moving
pleture equipment and roproducers; saow students how to operate tie desk mechines
and other dutlcs comasngurate with thelr speclsllty aud greds. Major maintensnce,
beyond m abillity or facilitles within the laboratiory, would be tiue respensidility
of the Instructionnl Services Staff.

f. Buggested goneduls for Iaberatory operatlion a3

*7 A.M. (Techuiolign) 3130 Pu.

*ﬁ‘xm .M. {51@7“}1} 5!0’3 .M,

#1130 A.¢, (Jechnicign) 8:00 P.M.

% Technicisns 1o rotate shifts cu & weekly or bi-weekly scheduie. Saturdsy
dty, 10 A o 2 Pele, e be rotetsd, as a Lonus (overtisms) between the
twe technicians i they waat it - otherwise to av operator from the outside
#8 at prosent. Further, tue two technicians sbould be transferred to the
T/0 of the School fur closer sdminigtrative snd budgetary-cost comtrol.

.5.-
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g+ Figares for the week of June 12 - 18, probebly representative of
the summer season, show the following lsboratory use:

Russian 35 students 180 student bours
German 18 students 85 student howrs
Prench # gtndents 30 student hours
Italian L students 30 student hours
Spanish 3 studants £ ptudeut hours
Misc. 11 students 45 student scurs

ienguegs 370 stadent hours

4 Films T 8tudents L6

o

Totel Studant nours Lok
hs Filus uped are drewn from & stock in Julling [l o= 1oen e 25x1464
are returned on schedule or an called for.
7. Cenclusions:
&. The mission srd funotions:

Proposed miesion and fumctiions of the School heve heen writhen
vhich simply and ascurstely define the major responsibilities of the Sehool and
its "ric1d of interast.”

. The T/C:

(1) The positions of Tralsing Ofticer 0s-14 =2 25x129a
Secy-Stenc GBS _ both exclusively coneernsd with the admintstration
of externgl ares training, should be transferrcd to the office of the School
Chief - they sre eurrently shown sz “Arem Pranch.”™

{(2) T/0 for languags instructors spyeers sdeguate under present
schedules - vacancies (3 positions or 50% of T/0) should be £illsd. 4 full
tﬁftunm«am&m:ammmgzm&tﬂ&emm-mth
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certain specislities. lLoaned instructors snd the sumser “consultent™ are not
oaxrying full loads, based on percantage compariscns of course hours to work
weel hours:

Conau) tant 12%;
15%
Ko coursen

25X1A9a Ko courses ; m .

413
bot
e

(3) ‘he labermtory techniciens R positions T -

should be trangferred to the School T/C for detter admintstration and tudgetery-

{k} An edditional Clerk position {(peseible G8-3) should be sdded
to the T/0 for the laboratory. This sould be dome at iittle or ne coat by
correcting the overtime situstion iz the laboratory and would provide noeded
sdministrative support as discussed above,

(5) The Bohool /0 shonld be reflectod in ey o {2) elementa.

Office of the Chief
Chler

Deputy Clef (Speciel Asalgments)
Alstrative Assistant

Training Officer (External Traintng)

Secy-Stano CONFy DENTIAL
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Isk Tecimician
Clerk (proposed pew position)
Faoudty
Al instructors and any stemo-clerical suppert.
¢« GCemorgl®

(1) vwork schedules in the labvoratory, explained oboye, should Ye
sdfurted to eliminate the prescat overtime.

{2) & firm ioventary of lsboratory tepes, disce, equigment, texts,
eto., shonld he cstablished and an sdequate ayetem of chargs in and cut should
ke installed.

4. Probleme:

(1) The fzot that Agency compenents estsblish requivements for
courses and calculste the possible sthudant lcads. Wher the courses ars
organized and resdy o be scheduled, only s very few stufdents ars mede svails-
ble for the training.

{2) jack of ilntexewt on Lae port of opersting componente iB proe
viding quelified persons as instructors In ceriefin specislities.
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